Business Letter Rubric
Total 20 points


Format						10 points
1 page and 3-4 paragraphs
Times New Roman 12 point font 
1 inch margins and centered on page
Block style with proper spacing
1st paragraph – reason for writing
2nd and 3rd paragraph details
Closing paragraph
Pristine paper
Salutation and Wet signature (blue ink)
Contact Info

[bookmark: _GoBack]Content/Grammar					5 Points
Clear and well-written sentences/paragraphs that do a good job selling you! 
Grammar/Spelling error free 

Presentation of letter to Professor			5 points
Dressed professionally
On time
Firm Hand shake
Good Eye Contact
Smile
